
REQUEST AND COMPETITIVE BID FORM

CONTRACTUAL AGREEMENT

DAT E:                                                                                        
(DOCUMENT ID)

This f orm  is to  be co mp leted  and sent  to  Fiscal Af fairs,  Ad min istrat ive Of fic e of  th e Trial Court  fo r appro val of  all

purchases of  goods (except equipment)  or  services involv ing contracts,  regardless of  the accounts f rom which

they  are to be paid. T w o (2) co mplet ed unsigned originals of  the pro posed con tract  should acc omp any t his form .

1 . The                                                     Division of the                                      

Depart men t req uest s appro val f or t he pur chase o f t he f ollow ing go ods or  servic es:

DESCRIPTION:

Court Account No:                                          Account  to be charged:                 Sub:                 Select

Vendo r:                                              Tot al Cost :                                                                     

II. Cost is over $1,00 0. A t least three (3) bids were requested.

Vendo r Name Ad dress Cost

1 .                                                                                                                              

2 .                                                                                                                              

3 .                                                                                                                             

4.                                                                                                                              

III.

” Tw o unsigned originals of the proposed contract are attached.

” Contract/Amendments to be drafted by AOTC Legal Department.

” Cost analysis for lease / purchase and / or maintenance is attached.

” Other cost analysis or backup is attached.

” This is a new  contract .   ” This is for  renewal of  exist ing contract .

” The abo ve requ est is f or m aint enanc e on equ ipm ent  w hich  is on a lease. A s such , it  is in

the best interest of the court to have the equipment maintained by the vendor from whom

the equipment is leased.

IV. Prepared by/Return to:

                                                                   

                 Auth orizing Signatu re

Name:                                                     

T i t le:                                                     Name:                                                               

Phone:                                                   Tit le:                                                               

Ad dress:                                                 

Fax No:                                                  

                                                                                                                                                   

V . Fiscal Af fairs U se Only

Approved ” Not Approved ”
Forw ard to Legal on                      

15


